Employee Training Management System (ETMS): Supervisor Help Files

SUPERVISOR

NOTE: In order to have the Supervisor role on the ETMS, your Profile has to
reflect a supervisory classification and at least one Employee has to select you
as their Supervisor in their profile. It takes four to six weeks for a classification
change to occur on the ETMS.

OVERVIEW: As a Supervisor, you will have all the functions of an Employee (see
Employee Help Files).

The Supervisor Role will allow you to manage the Training Requirements of all
Employees who have selected them as their Primary or Alternate Supervisor. There are
three additional tasks on the Supervisor's Home Page, the Supervisor drop down menu,
the Training Request Management Bar and the Course Leader Management Bar.

.  SUPERVISOR DROP DOWN MENU: By placing the mouse on the [Supervisor]
link, five management tasks will appear on a drop down menu: Employee,
Evaluation(s), Program(s)-Employee, Record Correction and Reports. The drop
down menu will look similar to this:

[ Supernsor]
Employee

Evaluationis)

FProgramis)-Employer u
Record Correction

Reports

A. Employee: By clicking the Employee link within the drop down menu, a page
will appear that will look similar to this:

Employees

P.OS.T. Search by name:
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Employee Training Management System (ETMS): Supervisor Help Files

1. Employee Listing: The Supervisor can search for an Employee based
on a keyword or A-Z listing. To search by a keyword, type in the first or
last name and click search. The screen will look similar to this:

Employees
Search by name
P.O.S.T.

% ? o ek = 5 5 Training | Training
CURRY, . | State Park \;xgamTp@ Yiew e
MICHAEL meurry@parks.ca.gov Manage se e | ott Jr. Training ubmi
R Center Add

. .. William Penn View
HOWARD, ! . Supervising State B — ;
4-6‘%11‘{ ghoward@ghis. com Manage PR Mott Jr. Training Submit
— Center Add
LATTA William Penn View
MD jdanielson@parks.ca.gov Manage State Park Ranger Mott Jr. Training Submit
= Center Add
William Penn View
% flemley@men.org Manage State Park Ranger Mott Jr. Training Submit
e Center Add

NOTE: Review your Employee listing to insure that all Employees are
listed and are in the correct Sub-Group. Any missing Employee needs

to update their profile.

a. Home Page: To view the details of an Employee’s Home Page,
click the Employee’s name. The Supervisor will be presented with

Updated: 10/11/2007

a screen that will allow them to edit the Employee’s profile and view
required training program compliance. The screen will look similar
to this:
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Employee Training Management System (ETMS): Supervisor Help Files

|_Close Window |

HOME PAGE

Name

POTTER, HARRY
Classificarion

#0983 State Park Remger

hpotteris parks.ca.goy
Wark Phone

1999) 999-9999 X
Primary Supervisar

BLACK, SIRIUS
Alternate Supervisor

BLACK, SIRILS
Training Coordinatar

WEASLEY, RON

Manager
GRAINER, HERMOINE
| submit

Requirement 1 : Advanced Officer Training (10 howrs eve

Completed Hrs Completion Date Due Date In Compliance

Program Title
Field Training Odfficer 40 61072008 6102007 N0
Total Bowrs o . tJur..r(.umpllaFu
You Need 10 mere hourfz)
Reguircment 2 : Perishable Skills (Every 24 months)
Post Subject Required Hrs Compl e Due nulrmpl.m

PSP Fresrms Training

- PSP Driver Training

PSP Arrest and Control Training
PSP Tact

tical Conmunicationt

YES
YES
YES
YVES

Program Title

EEQ With All Due Respect

Racial Profiling

POST Basc Cotificate

Appeaisal and Development Plan (DPR 911)
Defensive Tactics Incractor Refrecher

Defensive Driver Training Program

ETMS Version 3 Onientation

) ompletion Repeat  Due )
e —— Date  laterval  Date Compliant

o

Classficaion 115200

oo N W
v O

Superisor 32172004 ]
Supervisor 11292008 48 11292009  YES

(1) Edit Employee’s Profile: To edit the information in an
Employee’s Profile do the following:

)

Updated: 10/11/2007

(@)

(b)

(©)

(d)
(€)

()
(9)

Training Group: To change the Employee’s Training
Group, select the new Training Group from the drop
down menu. This allows the system to load the Sub-
Groups and Supervisors.

Sub-Group: To select, click the down arrow and select
the appropriate Sub-Group or select N/A if not assigned
to a Sub-Group.

Supervisor(s): Select the Supervisor from the drop down
menu as Primary and a different name as Alternate if
applicable. If the Employee does not have an Alternate
Supervisor, select the same name for both Primary and
Alternate.

Email: Enter the Employee’s current email address.
Work Phone: Enter the Employee’s current work phone
number.

Submit

Back: Click the back button to return to Employee listing.

Required Training Programs: From the Employee listing,
click the name link to view required training programs and
compliance in the following areas.

(@)
(b)

P.O0.S.T. Management, if applicable.
Required Programs, if applicable.
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(c) Continual Professional Training (CPT) Management,
if applicable.
[1] Click the YES/NO link to view compliance details.

b. Continual Professional Training (CPT): Supervisors have the
ability to manage CPT for their Employees.

(1)

Add CPT: Click the Manage link and choose the type of
Certification from the drop down menu and click submit. The
screen will look similar to this:

BUEMEE, ROY

Add New CPT

ATERT - Delete State Park Ranger

ALERT v

ALERT

Distribution Operators D1
Distribution Operators D2
Distribution Operators O3
Distribution Operators D4
Distribution Operators D&
EMR

PCA

QAC

CQAC Category H

QAC Cateogry Q

QAL

QAL Category H

QAL Categony O

Water Treatment Operators T1
Water Treatment Operators T2
Water Treatment Operators T3
YWater Treatment Dperators T4
Water Treatment Operators TS

Updated: 10/11/2007

(2)

(@) Certification will now appear in the CPT column on the
Employee list and on the Employee’s Home Page under
Continual Professional Training (CPT) Management.

Delete CPT: To delete a Certification that is no longer
required, click the Manage link and then Delete link next to the
certification.

NOTE: If the Continual Professional Training Certification for
your Employee is not on the drop down menu, contact the
System Administrator to add additional certifications.

c. Employee Training Record:

(1)

View: To view the Employee’s Training Record, click the View
link in the Training Record column. This screen will list all
training programs and instructor hours that have been added
to the ETMS. The screen will look similar to this:
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/= Training Record - Windows Internet Explorer

& https:i/etms. parks.ca.gov/development/ TrainingRecord/

Close Window

Training Record (PETRIE, CINDY)

@\’ download training record;

4 start

Updated: 10/11/2007

Training Programs Completed
oretin P Titl :Z::l Training Provider / o Completion | Length | . . Training
Srecth RN Program Provider Lec Date (hr) Category
(months)
Submit  [latemediate Carpentry Skils Al [ e Monterey 62172007 36 | Credi
— [Basic Interpretation for Guides and = State Agency ~ e 2
Subtit o ogers NA e Eilo, Hawail 6121200 36 | na
Submit [latellectual Property Rights N/A 5““&%‘““’ Gorda Mountain | 621/2007 20 | Na
Submit [latellectual Property Rights N/A 5““];%‘““3' Gorda Mountain | 621/2007 20 | Na
Submit  [Fireams Shotgun Training and Qualification 6 B Big Sur 6/20/2007 1 | Credit
Submit |Continuing Advanced Officer 24 S Waikiki 62072007 24 | Credit
Submit PEL . - Junior Lifeguard Coordimators NA Private Vendor = R R
WO [Statewide Meeting mpe :
= State Agency e | 5 2
Submit [Pods in Education NA | s The Milky Way | 521200 28 | na
Submit [Maintenance L eadership Conference NiA S‘“‘“ﬁ“l\)g;"“ Sacramento 10/27/2006 32 | Credit
Submit _[Appraisal and Development Plan (DFR $11) 12 DPR MTC 10/11:2006 0 [ wa | tobRelated
Submit _|*ppraisal and Development Plan (DFR 211) 12 DPR MTC 10472006 0 | wa | JobRequired
Submit |CAMP - Equipment Property Management NA e Sacramento HQ | 4252006 16 | ™A | JobRelated
S : 8 Valesie Lazm
“CobntsTeiacins U Y] ) e >3 ana T 1 s | e e

Internet

#, 100%

NOTE: Training records prior to year 2000 are stored in hard
copy at the Mott Training Center.

(@)

Program Title: If the program title has a hyperlink, you
can click this link to view details of the Training Request.
This screen can be printed and included with a Travel
Expense Claim for reimbursement. The screen will look
similar to this:

[ Closa Window_| [Pt Page |
Approved
Name: POTTER, HARRY
Clavdication State Park Intarprater |
Training Growp: Training Office (068)
Sub Gronp Wiliam Perm Mott o, Training Center
Training Provider: DPR
DPR: DPR
Loscation: Marconi
Program Tide: Sl for Interpreting to Chidren
Trairsng Request I Job Reqared
Fshicaton:
Drate: VE2007 - 11122007
Pre Sebected
Sapervinor: NA
Dhate Agproved 12720°2006
Supervisor Comement No Data
Sub-Group Manager: NiA
Daate Approved. NA
G- Grong Manages Commest No Data
Masager: NiA
Date Approved: 12202006
Mamager Comment No Data
Traiming Specialint: GRAINGER, HERMOINE
Date Approved 1272072006
Training Specialist Comment Mo Data
Accommodaton
Erplation

Certiiente of Completion

Cenfied By - GRAINGER, HERMOINE

®  Centified Date : $1672007 74307 AM
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(2) Add: To add a program to an Employee’s Training Record,

click the Add link in the Training Record column. A list of all
programs in the Training Catalog will be presented in an A-Z
listing or search by program title. The screen will look similar

to this:

Request to Add Program SUBMIT

[ Close Window ]

Training Catalog

Search by Program Title:

Roster

Program Title

Submit A Climate of Change - 2006 Legislative Symposium

Submit ALRT. — Annual Aquatic Safetv Video Conference
Submit ALRT. — Annual Lifegnard Program Update Meeting

Submit ALRT. - Aquatic Search, Rescue, and Recovery

Submit ALRT. - Beach Driving

Submit AL RT. - Beach Driving Refresher

Submit ALRT. - Driving Orientation course for Seasonal Lifegnards (non-Code 3 operation)

Submit AL RT. —Emergency Vehicle Operations Course for Seasonal Lifeguards

Submit AL R.T. — Inflatable Rescue Boat Operation Refresher

Submit ALR.T. - Inflatable Rescue Boat Operator Course

Submit ALRT. - Junior Lifeguard Coordinator's Statewide Meeting

Submit AL RT. - Paddleboard Refresher

Program Categorv
Administration

Aquatic Safety
Aquatic Safety
Aquatic Safety
Aquatic Safety
Aquatic Safety
Aquatic Safety
Aquatic Safety
Aquatic Safety
Aquatic Safety
Aquatic Safety
Aquatic Safety

Updated: 10/11/2007

(@) Click the Submit link in the Roster column and complete
the required information and submit. The page will look

similar to this:
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Employee Training Management System (ETMS): Supervisor Help Files

Training Catalog

Program Title: A Climate of Change - 2006 Legislative Symposium
Hours: 7 |
Name: | ADAMS. KELLY &

Grade: | N/A v

Click for definition

Teaining Category: /00 Feled (¥

Program Location:

Training Provider: Federal Agency |v

Program Provider:

Start Date: ~
MM/DD/YYYY

End Date: z
MMDDYYYY

(b)

In order to submit a Training Request, the training

program must be listed in the Training Catalog. If the
program does not exist in the Training Catalog, you have
the ability to request that the program be added to the
Training Catalog. By clicking the SUBMIT link, the
Request to Add Program screen will appear in a pop up
window. Complete all required fields and submit. The

screen will look similar to this:

l Close Window |

Request to Add Program

Type
Dut-Serace »

Program Title

Catogory

Select »

Program Length
Select v | hours

Hepeat Interval
A | Months

POST

s,

P.O.S.T Subject

A v

Topics

Description

(c) Once you click the submit button, this request will be

sent to the System Administrator for approval action and
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inclusion into the Training Catalog. The screen will look
similar to this:

You will be receiving notificatian via e-mail once actian has been taken.
If the training progrem is approved, vou will need to log into the system to suhmit o

[ Close YWindow ]

Your request to Add « Prognam to ETMS has been submitted.

Truining Reguest ar Training Attendance Roster

d. Training Request: To submit a Training Request for an Employee,
click the Submit link in the Training Request column. This will
display the current Training Catalog. The screen will look similar to

this:
TRAINING CATALOG
Request to add program Search by Program Title

SUBMIT

search

Updated: 10/11/2007

(1) Training Catalog: The Supervisor can locate a program in the
Training Catalog based on a keyword or an A-Z listing. To
search by a keyword, type in the keyword and click search.
The screen will look similar to this:

Page 8 of 25



Employee Training Management System (ETMS): Supervisor Help Files

TRAINING CATALOG
Request to add program Search by Program Title
SUBMIT
ABCDEFGH11]IELMNOEOQRSITULYVWZX N Z Ohe

Training Request Type Program Title Category
Submit Out-Service | A Climate of Change - 2006 Legislative Symposium Administration
View Schedule In-Service Aquatic Safety
Submit Out-Service Aquatic Safety
SBubmit Out-Service Aquatic Safety
View Schedule

Both ALRDT. - Aguatic Search. Rescue. and Recovery Aquatic Safety
Submit
Submit Out-Service | ALR.T.- Beach Driving Aquatic Safety
Submit Out-Service | ALR.T. - Beach Driving Refresher Aquatic Safety
Submit Out-Service Aquatic Safety
Submit Out-Service | ALR.T.—Fmergency Vehicle Operations Course for Seasonal Lifeguards Aquatic Safety
Submit Out-Service | A.L.R.T.—Inflatable Rescue Boar Operation Refresher Aquatic Safety
Submit Out-Service | A.L.R.T. - Inflatable Rescue Boat Operator Course Aquatic Safety
Submit Out-Service | ALRT. - Junior Lifeguard Coordinator's Statewide Meetin; Aquatic Safety
SBubmit Out-Service | ALR.T.-Paddleboard Refresher Aquatic Safety
Submit Out-Service | ALRT.— Paddlehoard Rescue Aquatic Safety

Updated: 10/11/2007

(@) Click the Program Title link to view the details of the
program from the Training Catalog.
(b) Training Request column.

[1] To complete an Out-Service Training Request click
the Submit link, an Out-Service Training Request
will appear; complete all required fields and submit.
The screen will look similar to this:
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Close Windew | Back

OUT-SERVICE Training Request Form

® Raquired Fild
Name: BOST, PATRICTA
* Program Title: Oeeult Crimes

CTick for defrncn
* TRAINING CATEGORY

Flecre Seledd 8
* Training Provider: | Fodernl dgeecy %
* Program Pravider:
* Program Location:
* Seart Date: -
* Eni Date: -
* Program Length(Hrs): | Seiest v
* State Time(Hrs):  Sewect »
* Employee Timeidrsh  Sewec v
* Registration Cost: £ 0
* Estimated Per Diem: § 0

* Justification:

Enlir=

[2] To complete an In-Service Training Request click
the View Schedule link, the dates from the current
training schedule for the program will appear. If “No
Data” is listed, the program has not been scheduled
and a Training Request can not be submitted at this
time. The screen will look similar to this:

TRAINING CATALOG

Request to add program Search by Program Title:

SUBMIT

Training Request Tvpe Program Title Category
Submit Out-Service | P.A.S Device Training Public Safety
Submit OQut-Service | P.0.5.T Basic SWAT Public Safety
View SEhedile P.0.5.T. Academy Instructor Certificate Course

EBoth Group 6 Instructor Traming
Submit 6/17/2007 - 6222007 (Mott Training Center)
Submit Out-Service | P.0.5.T. Assertive Supervision Course Administration
View Schedule In-Service P.0.5.T. Basic Certificate Public Safety
Submit Out-Service | P.O.5.T. Basic Narcotics Investigations (CD-ROM) Public Safety
Submit OQut-Service Public Safety
Submit Qut-Service Public Safety
Submit Out-Service | P.0.S.T. Death Investigation Public Safety
Submit Out-Service | P.0.5.T. Dignitary Security Public Safety

[a] To sign up for the program, click the Program
Date link and the In-Service Training
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Request will appear. Complete the required

fields and click submit. The screen will look
similar to this:

IN-SERVICE Training Request Form

* Required Frald

Program Tile:  Basic Carpentry Skills 18
Date (Start-End): 12/17/2006 - 122272006
Supervisor: HENRY, GINGERLOU

ik for defimition
* Training Category:

Fleass Select  |»
Trainin,

* Justification;  (Mas of 30 chusacters)

Accomodation: Mong =

Accomodation (Mux of 300 chamscters)
Explanation:

Elack | | submit

(2) Request to Add Program: If the program does not exist in the
Training Catalog, the Supervisor has the ability to add the
program by clicking the Request to Add Program SUBMIT link.

e. P.O.S.T. Compliance: To access the P.O.S.T. Compliance Report,
click the Employee link within the drop down menu, a page will
appear that will look similar to this:

Employees
POST. Zearch by name
s ECPDEESHI IELHMEB O ORSEINYREY 2
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By clicking the P.O.S.T. link, a Compliance Report will appear for
all State Park Peace Officers assigned to the Supervisor and the
status of their P.O.S.T. training. The screen will look similar to this:

P.O.S.T ( C.P.T. ) Compliance Report
POTTER, HARRY Lifeguard Supervisor [ NO
BLACK, SIRIUS State Park Ranger NO
WEASLEY, RON State Park Ranger NO
GRAINGER, HERMOINE  Lifeguard YES
DOE, JOHN ' State Park Ranger NO
HITCHCOCK, ALFRED  State Park Ranger NO
WAYNE, JOHN Lifegnard YES
DICK, MOBY State Park Ranger NO
LADD, ALAN State Park Ranger NO
ROGERS, GINGER Supervising State Park Ranger NO
ASTAIRE, FRED State Park Ranger NO
CABLE, CLARK Lifeguard NO

(1) To see the specific details of an Employee’s Compliance
Report, click the Employee’s name and you will be linked to
their P.O.S.T. Management screen. The screen will look
similar to this:

Close Window

Program Title
PSP Driver Training
PSP Arrest and Control Training

Total Hours

Program Title
PSP Firearms Training
PSP Driver Training
PSP Arrest and Control Training

PSP Tactical Communications

Requirement 1 : Advanced Officer Training (10 hours every 24 months)

Requirement 2 : Perishable Skills (Every 24 months)

POTTER, HARRY

Completed Hrs Completion Date Due Date
2 9/27/2006 9/27/2008
12 2/23/2006 2/23/2008
14 In Compliance

Required Hrs Completed Hrs Completion Date Due Date In Compliance

4 6 10/29/2003 10/29/2005 NO
4 6 9/27/2006 9/27/2008 YES
4 16 2/23/2006 2/23/2008 YES
2 2 12/20/2003 12/20/2005 NO

NOTE: It is the Supervisor’s responsibility to insure that their
Employees are in compliance at all times.

Updated: 10/11/2007
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B. Evaluation(s): The 90-Day Evaluation process is intended to provide a
bridge between classroom instruction and on-the-job application of training.
The information obtained through this process will assist the Employee,
Supervisor, and Training Center in providing a return on the training
investment. By clicking on Evaluation(s) link within the Supervisor drop down
menu, a screen will appear that will look similar to this:

Name Program Title ( Start Date - End Date )

BREAKFIELD, : : . i e

; Asory 12612 - 127112
CONNIE Supervisory Practices ( 11/26/2006 - 12/1/2006 )
BURNER, ROY Firearms Instructor Refresher ( 12/10/2006 - 12/15/2006 )
CURRY_ MICHAEL NO DATA
GARDNER, . S e i
MICHELLE CAMP - Executive ( 11/1/2006 - 11/3/2006 )
GRENNELL, : S e
CHARLES Firearms Instructor Refresher ( 12/10/2006 - 12/15/2006 )
HOWARD, GARY Firearms Instructor Refresher ( 12/10/2006 - 12/15/2006 )
JACOBS, ROLAND Firearms Instructor Refresher ( 12/10/2006 - 12/15/2006 )
LATTA, HAROLD NO DATA
LEMLEY JR, FLOYD NO DATA
LONG, JAMES NO DATA

Firearms Instructor Refresher ( 1/21/2007 - 1/26/2007 )
Firearms Instructor Refresher ( 12/10/2006 - 12/15/2006 )

MICHEL, STEPHEN NO DATA

Emergency Medical Responder Instructor ( 12/3/2006 - 12/8/2006 )
Emergency Medical Responder Instructor Refresher ( 11/5/2006 - 11/10/2006 )
Emergency Medical Technician — I Refresher (National Registry EMT — Basic) ( 11/5/2006 -

MARQUETTE. LOUIS

TOPAR, JOHN 11/9/2006 )
Emergency Medical Technician — I (National Registrv EMT — Basic) ( 10/1/2006 -

10/21/2006 )

WILBUR, KENNETH NO DATA
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1. 90-Day Evaluation: To complete the 90-Day Evaluation, click the
Program Title link in the Program Title column. The screen will look
similar to this:

NOTE: Before completing, the Supervisor should meet with their
Employee to discuss the steps that were taken to apply this training at
the workplace.

[Home]| [Ba=]

M-Day Evaluation

JASOES. ROLAND
Frogram Tde Basw Landse aping Dighe - 1226 2005 - 12 W0200e%

Thes evabuaken 1oa] o uded 1o addedd B efeciteniid of e Winteng aftvricked by thei enplodee ind pronide ol oo far
use = Bnre wereng oFaengs of the cowrse To st you @ comgdesng thay evalames, review the emplopes’s Agpnaad md
Dievelopameent Flan snd the raeeg prevew snd evalushon sformagon bried on te Empleyer Trameng Fequest s srder 1o
bty measwe the effecirepess of thar rameng on-She-job performamce

3

] 2
i vl ull Tea  Tea
Siatewmeni = el
e

mill
wemnraely  eulwl

RS

4
Taw
o
A

To what psent & ohe use B keowdedge mdior gl

praas o Moendeg tat course]

To what exdent barre gl had the cpp-srhungy b upe the o L
knewledge andler tell pregested m e o

To what exdend bar s artually wed de knowdedge
avdior sicll precenied m Has coun= ¥

To whar evment bas hafler conbdesre o usng b -
knowledge andior siall mcreased aber talong s courpe?

To what wsent &d b receswe the aenitencs seceiiany B
prepangg for this courne?

To what extenst har S contest of ther course acrurately
rellecird what happena oa the pb?

To what ewsent bare ot had acorss to the necerrary
resoces b apply the knowledge sndfor dolls on your L . ! L o
wbt

To what exdend bave sihe necermed belp trough coachng

andior fredback. with apginng the knowledge andior O O L O o]
giedls on e job T

A3 reaul of s course, beuher peeformasce on e = =
course shpecuves hao changed by - -

A b i of Bai couree, leither overall b peslomise ~
ha charged by s

Empleves Comment 1o Diata
Supervivers Fasdmgn sheuld be o baded on the sspleves’s Appraias] s Development Plas, DFRS11

(]
k]
o
]

o

Lirt pome pprodic enagle s of proformancr obprotves oblaned related 1o the trusesg

=1

a. Complete all required fields and submit.
(1) Employee Comment: The Employee Comment is included.
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C. Program(s)-Employee: A Supervisor can assign programs from the Training
Catalog to an Employee based on their position. By clicking the Program(s)-
Employee link within the Supervisor drop down menu, a screen will appear
that will look similar to this:

[ Close Window ] [Elackl

Assign Program(s) to Employee

BUENER, ROY
GEENNELL, CHARTES
JACOES, ROLAND
LATTA HAROLD
LONG, JAMES
MARQUETTE, LOUIE
MICHEL, STEPHEN
TOPAR, JTOHM
WILETR, EENNETH

= = o o o o o o =

1. Employee’s Home Page: Click the Employee’s hame to view their
Home Page.

NOTE: Prior to assigning programs to an Employee, the Supervisor must
consider programs that have already been listed on their Home Page under
Required Programs.

2.  Required Programs: Click the # link in the Programs Required column,
a screen will appear that will look similar to this:

[ Close Window l [Backl

Assign Program(s) to Employee

GRAINGER, HERMOINE

Please Select |
Cal-Card Training Delete
Defensive Driver Training Program Delete
Emergency Medical Responder Delete
Purchasing (Classroom) Delete
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a. To add a Required Program to an Employee, select a program from
the drop down menu and click add. This program will now be
added to the Required Programs listed on their Home Page.

b. Toremove a program, click Delete. This Program will be removed
from this screen and from the Employee’s Home Page.

D. Record Correction: Employees have the ability to request a correction to a
training program on their Training Record. The Supervisor will be notified via
email of a pending Record Correction request and Action Needed! will
appear under the Record Correction link.

[Supervisor]
Employvee
Evaluation(s)
Frogrami(z)-Employvee
Fecord Correction
Action Needed!
Reports

=

1. By clicking the Record Correction link within the Supervisor drop down
menu, a screen will appear that will look similar to this:

[ Close WWindow ]

WAGY, STEVEN PSP - Dower Trawing  3/1/2006-371/2006

Updated: 10/11/2007 Page 16 of 25



Employee Training Management System (ETMS): Supervisor Help Files

a. Record Correction: Click the Program link under Program Title
column. The screen will look similar to this:

Close Window

Current Record

Program Title: ETMS Version 2 Orientation
Hours: 0
Grade: NA

Training Category:
Program Location: MTC Loft
Training Provider: none
Program Provider:

Start Date: 7/1/2007

End Date: 7/2/2007

Request Correction

Program Title: |ETMS Version 2 Orientation v
Hours: |1 2
Grade: |N/A v
Training Category: v
Program Location: |MTC Loft
Training Provider: | Federal Agency |+

Program Provider:

311/2007 -
MMDDAYYY

Start Date:

End Date: 3/2/2007
MMDDYYYY

Employee Comment:
Change the date please

Supervisor Comment:

Approval: |Approved |v
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(1) Current Record: Displays the current Training Record.

(2) Request Correction: Displays the corrected Training Record
with Employee comment. The Supervisor has the ability to
edit the record as well as provide a comment.

(@) Approved: Select approved and click submit the Record
Correction will then be forwarded to the Training
Coordinator or System Administrator for approval action.

(b) Disapproved: Employee will receive an email indicating
the correction was not approved.

E. Reports: By clicking the Reports link within the Supervisor drop down menu,
a screen will appear with several standard reports. The screen will look
similar to this:

[ Close Window ] [Bacl-c]

Report Management

90 Day Evaluation

POST Compliance Report

Program Compliance Report
COST For Qut-Service

Emplovee Role Report

Instructor Tvpe

1. Review Reports: Click the report you want to view and complete the
required fields and submit.

II.  TRAINING REQUEST MANAGEMENT: To manage all In-Service and Out-Service
Training Requests for their Employees, a task bar called

Training Request Mgt : SPVRIN()-OUT®) i |ocated on their Home Page. The

number within the parenthesis is the link to the number of pending In-Service or
Out-Service Training Requests that require action by the Supervisor.
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A. In-Service Training Request: By clicking the (#) link, the Supervisor can
view all Pending, Approved and Not Approved Training Request. The screen
will look similar to this:

Training Request Management (SUPERVISOR)

Pending Approved Not Approved By Name: | CURRY. MICHAEL |+

Page :

In-Service Training (Pending)

No Data!

NOTE: The link defaults to the Pending In-Service Training Request.

1. Pending: This link displays all Training Requests that are pending
approval action by the Supervisor. The screen will look similar to this:

Training Request Management (SUPERVISOR)

Pending  Approved  Not Approved By Name:|CURRY.MICHAEL |+

Page: 1

In-Service Training (Pending)

State Par
WAGY, Supermtendent ETMS Version 3 12/5

STEVEN I Orientation 13 3

View Cancel | 9/25/2007

Pending hd

a. Detail:

(1) View: Click the View link to display the details of the
Employee Training Request.

(2) Cancel: Click the Cancel link to cancel a Training Request
prior to the Sub-Group Manager or Manager taking approval
action.

b. Approval Action: From the drop down menu in the Approval
column, the Supervisor can Approve or Not Approve the Training
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Request. If Not Approve is selected, the Supervisor must provide a
comment.

c. Submit: The Training Request will be sent to the Sub-Group
Manager or Manager for their approval action.

2. Approved: This link displays all Training Requests that have been
approved by the Supervisor. Supervisors have the ability to cancel or
edit any approved Training Requests that they have not been acted
upon by the Sub-Group Manager or Manager.

3. Not Approved: This link displays all Training Requests that have not
been approved by the Supervisor. Supervisors have the ability to cancel
or edit any Training Requests they have not approved.

4. Search by Employee Name: The Supervisor has the ability to view all
Training Requests that have been submitted by an Employee. Select
the Employee from the drop down menu and click the Search link.

5. Page: There are nine records displayed per page. To view additional
records click the page # link(s).

B. Out-Service Training Request: By clicking the (#) link, the Supervisor can
view all Pending, Approved and Not Approved Training Request. The screen
will look similar to this:

Training Request Management (SUPERVISOR)

Pending Approved Not Approved By Name: | AGUAYO, JONATHAN v

Page -

Qut-Service Training (Pending)

Submit = B = . ; i ; Training
m

No Data!

NOTE: The link defaults to the Pending In-Service Training Request.

1. Pending: This link displays all Training Requests that are pending action
by the Supervisor. The screen will look similar to this:
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Page: 1

Training Request Management (SUPERVISOR)

Pending  Acproved  Not Approved By Name: [CURRY. MICHAEL

Submit Program PR it . Training
m fisinsre Date i

Out-Service Training (Pending)

State Park

View Cancel | 9/25/2007 |WAGY STEVEN Supermtendent |g g Tracting | 101020~ |[pending v

a. Detail:

(1) View: To view the details of the Employee Training Request,
click the View link.

(2) Cancel: To cancel a Training Request prior to the Sub-Group
Manager or Manager taking action, click the Cancel link.

b. Approval Action: From the drop down menu in the Approval
column, the Supervisor can Approve or Not Approve the Training
Request. If Not Approve is selected, the Supervisor must provide a
comment.

c. Submit: The Training Request will be sent to the Sub-Group
Manager or Manager for their approval action.

2. Approved: This link displays all Training Requests that have been
approved by the Supervisor. Supervisors have the ability to cancel or
edit any approved Training Requests that they have not been acted
upon by the Sub-Group Manager or Manager. The screen will look
similar to this:

Training Request Management (SUPERVISOR)
Pending ADDTO\'ed Not Approved By Name: | CURRY MICHAEL
Page: 1 2 3 4

View Cancel

Submit Training
m s

Out-Service Training (Approved)

Admimstrative  ET)\S 30/2007 -
4/23/2007 HENRY .GINGERLQU | Officer I L Approved No Data Submit
Traming 5/1/2007
Introduction
Administrative 10
4/23/2007 |HENRY .GINGERLQU | Officer I Programming- = 3/1/2007 - /32007  Approved No Data Submit
Microsoft
Visual Basic 6

State Park

4182007 | JONES KENNTH | Sepertendent | Occul /172008 -

Crimes 12/1/2008 Approved Submit
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a. Detail

(1) View: Click the View link to view the details of the Training
Request.

(2) Cancel: Click the Cancel link to cancel any Training Request
that the Sub-Group Manager or Manager has not taken
approval action.

b. Training Record: Once the Supervisor has certified that the
Employee has completed the Program, click the Submit link to add
the program to the Employee’s Training Record. The screen will
look similar to this:

[ Close Window ] [Backl

Training Attendance Roster

Program Title: ETMS Training
Hours: |8 v
Name: HENRY, GINGERLOU

Grade: | N/A v

Click for definition

Training Category: Job Related

Program Location: Australia

Training Provider: DPE

Program Provider: |Test

4/30/2007 -
MMDDYYYY

Start Date:

End Date: |2/1/2007 =
MMDD/YYYY

(1) Review the program information and edit as required and click
submit. The program has now been added to the Employee’s
Training Record.

Not Approved: This link displays all Training Requests that have not

been approved by the Supervisor. Supervisors have the ability to cancel
or edit any Training Requests they have not approved.
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4. Search by Employee Name: The Supervisor has the ability to view all
Training Requests that have been submitted by an Employee. Select
the Employee from the drop down menu and click the Search link.

5. Page: There are nine records displayed per page. To view additional
records click the page # link(s).

lll. COURSE LEADER MANAGEMENT: To manage all Course Leader Requests for
their Employees that have the Instructor Role, a task bar called

Course Leader Mgt : SPVR : (D) i |ocated on their Home Page. The number
within the parenthesis is the link to the number of pending Course Leader
Requests that require action by the Supervisor.

A. Course Leader Request: By clicking the (#) link, the Supervisor can view all
Pending, Approved and Not Approved Course Leader Request. The screen
will look similar to this:

Home

Course Leader Request- Supervisor

Pending Approved Not Approved
2 Course : Date/Time Total Instructor Supervisor SGM Manager e e
k] Leader g Requested Hours Approval Approval Approval Approval & o T
HENRY, . a
e . i, COMES (GREEN, -
A dministrative Workshop (Approved (GINGERLOU e R HENRY,
[View  [WAGY, STEVEN |Testv3 ff‘}_‘;ﬂ;ﬂf{i f’; E’;;ﬁ“mﬂ 3 CHARLES  |MICHAEL GINGERLOU
J e 24,2007 sal - (831) 640205
North Pole (0800-1100) 0/24/200 _\l_ffrol\_a; i Pending Pending (831) 6402034

NOTE: The link defaults to the Pending Course Leader Request.

1. Pending: This link displays all Course Leader Requests that are pending
approval action by the Supervisor.
a. Details: To view the Course Leader Request, click the View link.
The screen will look similar to this:
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Close Window

Date - 9/24/2007

To - SUPERVISOR
Mott District

From : Department of Parks and Recreation
Training Office

Subject: Course Leader Request

Your Approval is requested for: STEVEN WAGY to serve as a course leader in - Administrative Workshop
Testv3

Location : North Pole

Comment :
Testing Supervisor pending page.

Course Title Date Time

Fundamentals of Personnel 12/26/2007-12/26/2007 (0800-1100) 3 hour(s)

This request will involve 3 hour(s) of instruction, phs travel time.

Once approved, WAGY, STEVEN will help provide quality training and effective instruction. We impress upon
our staff and students a strong professional appearance and would like the course leaders to be a good example of
that professionalism. Proper office attire should be worn at all times.

All overtime and per diem expenses that WAGY, STEVEN incurs will be paid by the Training Office. Pease
ensure that a copy of the Monthly Work Report, DPR 511, for any overiime incurred during this training is
forwarded to the Training Center. In addition, the Travel Expense Claim should be sent to the Training Office for
final approval and coding.

If you have any questions regarding this request, please contact HENRY, GINGERLOU at ginger@parks.ca.gov
or (831) 649-2954 . Your support and assistance in the delivery of our departmental training program is
appreciated.

Michael D. Green
Acting Department Training Officer

b. Supervisor Approval:

(1) Approve: To approve a Course Leader Request, click the Yes
link under the Supervisor Approval column. An email is
generated by ETMS and sent to Sub-Group Manager or
Manager for approval action.

(2) Not Approved: To not approve a Course Leader Request,
click the No link under the Supervisor Approval column.
Complete the comment and click Submit. The screen will
look similar to this:
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Home

Course Leader Request- Supervisor

Pending Approved Not Approved
: Course Date/Time Total Instructor Supervisor SGM Manager Training
et Leader s Fequested Hours Approval Approval Approval Approval Specialist
HENRY, GINGERLOU
Flease submit yvour reason for not
approving this Course Leader
Request? o REEN
WAGY Administrative Fundamentals of (Approved (Comment: EI?)-\:_I?LSES EHCF\-\:_EJ_ HENRY.
View  |erpvEn Workshop Testv 3 Personnel 3 o FEE GINGERLOU
North Pole 12/26/2007-12/26/2007 9/24/2007 Pesding |Pesidin (B31) 649-2054
(0300-1100) & £
Back Submit

The system will generate an email to the Training Specialist
with a copy to the Instructor.

2. Appproved: This link displays all Course Leader Requests that have
been approved by the Supervisor.

3. Not Appproved: This link displays all Course Leader Requests that have
not been approved by the Supervisor.
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